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instructions on file

HENORARDUM POR THE RECOHD
BUBJECT:y Efficiency Reports in tha Deparituent of State
BOURCE: ﬂr~ Fweé Barn&ii, chiar, ?arfarmanaa Evalaatian Brangh,

STATINTL

1. Growype of Zaployees in the Eﬂyartﬁent of State
2. Effoet of the Wriston Report
3. Bfficiensy Repurts

#» Ufwll Berviee Zmployses

b TForelgn Sevvice Uffivers

o+ Forsign Service Ressyve Officers

ds Forelgn Jervice Stuff Officers and Bmpleyees
. Dutdses of the Peyformance Bvalustion Branch

#. Employses in the Clamsified Civil Servide.

b Foreidgn Service Officers, agr¢iu? by Mresidentisl sppointment
pursuant to the Porelgn Service Ast of 1046 (Publdic Law 724 of the

79 Congresn). This growp ie not subjest to Civil Sarvice vules nor
vetaranat preference laws. The origlnal concept cleariy was to es~
teblish an ¢lite corps from whioh the top level carsay #iﬁlﬂ&ata
would smerge. This concept has been alteresd, at least P Ssmpore,
by the regosmendations of the ¥riston Committee (mes %ﬁﬁﬁn 8 below
in seotien 2).

¢+ Foreign Service Ressrve Officers, appointed by the nuparﬁmﬁnt
af Stete purauvsnt to the Foreign Service Act of 1946, This group 1s
for specialinta whose careers are not in the Stats bepartacnt. Appoint-
mente are limited o four years. 4 typlosl ezomple is the appointment
of & petroleuws spevlalist to sarve in a foreign post for a limited
period of time. (ZExneption: a FSRO can be made a diplomatic officer,
by giving him a presidential, rather than a 5tate Department, appoint-
ment. The pubposs would be to give the appointee Stop drawer status
without the career status of an #50.)
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d.

Foreign Service Staff Cfficers, also appoianted by the Dejarti-

ment under the Foreign Servite ict. This grous has Civil Service re-
tirement rights and hae o sslary celling of 310,000, The clerieal
and sdministrative staffl are in this STV

2. The “riston report eriticissd the Department Tor fallure o recruit
sufficlont ¥50's and thus %o £ill higher positions from the Fi§ group.
It poluted to the fact that sone=rso aaployeen wera [illing positicns
slmilar to these £1illed hy #0%s, It regomsendod, thersfore, that
there should be more lateral tranasfor of Utate eaployaes into the ¥io

BTOUT.
mented)

Mra. Darnell suggests that this recommendation (being ;lapla-
has changed the concept of an elite eornd of ganerallits, that

speclalists are nmoviasr into the 7o by tranafer,

He

Civil Servige smplojes:

(1) irgcedpre: The procecure for preparation of efficiency

reaporis for eiwll aservids euployees is governed by the Jivil
Garvice rules. (Ferforduce labing Act of 198G, pPublic Iaw 373,
8let Congreas.) Howover, the form in use was designed by the
State Department and npyroved by the Civil Service Comuission,
Copy 4is attached ns innax A. JlLyes paaphlets (Aunexes 5y, U maud

2

desordibe the procedtssa: & uide to Supervissre, the jsrfor-

mancs Ratliag Plan and Pweparatien of Outstanding Ferforuaace
Ratinge. The fors ig deaigned for thres retinga: satisfactory
(@with brisf nervadive spraisal), unsatiafastery or outatsndiag.
The latter two requirs Bupplemesliary siaterente desoribed in tun
provedures. in undiatisfnctory reating cannot be given unlaesn

the employee has been swned in wxiting 9¢ days yrior to the ratinge

1 &

(2) Papledicity: Iwports are normelly yregered annually.

Hew employeen receive raiimpe at the snd of six zontha, p~
ployeos assigned tu posilions having different work requd cements
receive o rating at the cnd of six months' service in the new job,

(3) Loeation of lgpies:

(a) Uriginal to Ferscanel Zelatisns Brsnch and ‘o=
ployee's Tersonnel lolder.

() Tne copy tt amployes,
(¢) Une copy te¢ vivision Administrative CGfficar.

(d) Cne copy te Classiftication Branch.
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The enplioyse recsives

8 copy. He also signs §hre rige: wonce do ackaowledpe dis-
oussion with his uug&rviaur and opce Lo acknowlsdge Pﬂﬁeigﬁ ot
the rating. He 22y 2ppdal an "mn&ati&rauﬁ»ry” rating to the
Verfornance Rating C ttes and may aypcaw thet deelslor to tho
Board of Zeview. & “aﬁtiﬁfactary“ rating ruy be appealed elither
to the Conmittes or the doord,

(5) Bee:

(a) An eaployge who receives an "unsatiafactory" rating
aust bs transferred to ancther jJob or meparated frop the
servics.

(b) An "autstanding” roting gives an enmployse five
retention poiats m4d & “sutisfactory” rating one retention
point foz ea&puﬁatﬁan for redustica-lun-foree reglsteras.

(¢} Reduetiong in compenmstion or dermotions “'shnll be
made in nll ¢asesn where the ratings worrant.”

{4) 45 2 siznificant evaluation paper in an emyloyee's
foldar, the perfersgunce rating affects an enployea's aelse-
tion for promotiane

b. Forelgn Service Dfficera:

(1) Pre The grucwdura is contained in Forolgn [er-
vice Persomnel wﬁ.rdular Yay Oy 1952 {Annex 5} and Poreign
Bervice Circular 1785, nag g. 1956 {Annex ). ‘Theps derive from
the Foreign Service Act »f 1940, Public inw 72% of the 70 Cone
gresg. The form used L4 sfficiensy Report, Fora P5-315 {innex
6. The farm is prepsrdd by esch ¥i0's swpervieor after apecific
tradaing: "It shall be the respossidility of the prinedjul offi-
car to conduot, or caumg to be comdustad, traiuning coursen for
&1l rating and 9&1&»*&&3 officers regerdlesa ¢f wreviows Lraining
or sxperisnce” (722C 98, uere. 6.5}, The reporta are slven a
axazlre?iaw in the fiedd: by a penlor officer aad by a review
pansl.

{(2) Perd 1gy: 411 FO effielency raeperta are prepared
as of July 1 aach year. sz all perdods of service aunst be docu-
nanted, Anterix meporis are reguired when a rating superviacr
is transferred during tis your oy when an IS0 is transferred
during the year.

Approved For Release 2001/08/27 : CIA-RDP61-00274A000200170004-4



Approved For Release 2001/08/27 : CIA-RDP61-00274A000200170004-4

(v) One aopy rateined by the forcvign pest and éemtroyed
when the emplayese laavas the post.

sccanginl L%y 18 8 i The Foeroelgn Service et
of 1346, mect z. ﬁhaﬁaa th& ’offiﬂiianv reorts Y...shnll
be confidential and subject to inspestion ﬁnly by the Vreuidest,
the Sscretary, the Undes lsaretary...ete.” DPot the last sentence
of the sasstlen further ftates thit "under such regulatiors as
the Beseretary xay sresvtlbe and in the imtercst of efficlent -er-
aonnsl adminlstratiocn, §ae¢ whole or any portion of an efficleney
record shall, uzon writ¥on request, bde divulged io the mific@r
or ezployes to whom suth regord relatea.™ Up to YMov. 1, 1035

an TS50 could pot sae hig efficlency report, although he tauld
aataiu a swmmary Troa ths jerforranee iveluation lranch, Mvision
of Foreign Service lersganel, Uffice of Persomnal. On $bat date
a congresaional conmittdes eriticleed the Dopavtasent of State
for not adharing to the laet sentence of section 612 sad an 13S0
nay aow agee his «fficienoy reports whenever be ino in Vastington,
Da Ca

(5) Use: The effidlency report is one of the key decuments
in the g«#far&an&w fuliar, Zach year asach class of Fil'e is ro-
viewed and ranked from Nigheat to lowest {(oee Fareigan Service
Cirowlsy 133). oUn the pank order liet twe lines are drawvn: one
balew which ¥90'as are pat recommended for promolion and cne boe
low whiah F30's ary judged fc have falled to perfors at & nminbmus
spoeptable staasdard, Uflicers are promioted only 4f theixr nanes
ars above the first lina. Opecific selection-out procedures sre
in effect for officers Bolow the segond line,

g0 deryice Hesndrve Ufficers: The form used, precedure,

7, locabtion e?'ea; 18 and ﬁﬁ#ﬁﬁﬁiﬁi&iﬁ? to the empleyee nre
the same for FIN's as for Pidte. In—prade rajses are hased or effi-
alency veports snd will Pe withheld if regoris indicate uwnsatiasfuctory
perforaanes, As Filta are no! caresrists but are recrulted for
spsaific taske and gpecific %ime periods, they selidon receive jroms-
tions and the nelectlon-nut aroeeduren for Fid's do ant apply.

4. Foreinn Servigs Steff Cificers

(1) Clammes 1 - 9 with base sslaries from 10,700 to 25,075
use the aams forn, procadures, ete, as the ¥i0ia.

(2) Classas 13 - 22, the lower sslary grovp, are rated on
Form P$-20%5 (Amnex ¥} wileh is pliopler, substibntine 2 check-
shent for thirteen ?e?fdwmaace fuctore in liewu of the uarrative
report required by the ather fors.

s
winl i -
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(3) The FSO celeatfon~out procedures do not agply te the
Staff Corpa. The perfofaance review hoards do identify those
staff employees whooe 4rfornance is judged to be helow &n
aeceptable standard. %‘z separats thom, however, charges nust
be preferred ageinst thén, just as s doge for oivil servige eme
rloyeesn,

. Zubdes of the Terfozmanod ivaluation Eranch:

' 411 efficiency reports gre sent Lo the Feplorwsmce ivaluetion
;%rlmﬂh. “hey are reviewed £4r internidl consisteney and for Bl eUUAGYT .
::se;a.ia‘lx for the P80 group, inddequnte efficleney reports arc returned
to the originators #itk tho 44vice that the raporte will hurt the
officers® retizgs and the redcest for mew roports.

The branéh also taxes mqtion to obiain overdus reports, guoting
the raquirsments of the Foredin Sewvice Aet. ‘“he braneh bas recently
had ingresssd sucoess by sending a copy of the follow-up lotier to
the chisf »f the post and pldeims a cupy in the personnel Lile of the
delinguent supervisor,
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